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A

THE ACCESSI ON TRANSACTI ON - | NTRODUCTI ON

Only objects and specinens that fit the Scope of Collection
St atenent are approved for acquisition (i.e., transfer,
exchange, field collection, donation, or purchase).

Accessioning is the critical first step in the process of
establishing accountability for objects and/or specinens
received into the nuseum property system The process of
accessioning is the official acceptance of nuseum objects
and/ or specinens into | egal custody, and establishes the
basis for legal title (ownership) and possession of the

obj ects and/ or specinmens. Once objects and speci nens have
been accepted in the nmuseum property collections, all objects
and speci mens nust be accessi oned.

An accession refers to a single object or specinen, or a
group of objects or specinens, received into the nuseum
property collection fromone source, under one type of
transaction, usually on one date. For exanple, if an

i ndi vi dual donates several objects and/or specinens to the
unit at one tine, it is considered one accession transaction.
In certain instances, such as an ongoi ng archeol ogi cal
excavation or a natural history field project, materials

(obj ects and/ or specinens, visual inmages, and docunents)
received in nore than one batch and at different tines nmay be
considered a single accession. A single accession nunber may
be designated to the processed archeol ogi cal materials
resulting fromthis project provided that the project is

di screte, has the same fundi ng source, project nane,

principal investigator, and geographic |ocation, and occurs
within the same field season or year. An accession receiving
report or equivalent with an acconpanying inventory nust be
conpl eted for each delivery of materials to be added to the
museum property coll ection.

A bound accessi on book (Figure 2.1) and accession form
(Figure 2.2) recording all accession transactions, accession
receiving report (Figure 2.3) or equivalent, and an accession
folder (Figure 2.4) made of archivally-sound material (see
Section D.1 below) are required. The only exception to this
requirenent is for those natural history accessions that are
recorded on cards; in such cases the catal og system nust be
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recorded in a bound archival |edger. The accession and
catal og systemformthe accountability record, and one or the
ot her must be a bound archivally sound book.

Accessi oning begins with receiving the objects and/or

speci nens, making an entry in a bound accessi on book,

conpl eting the necessary accessi oni ng docunent ati on,
establishing an accession file, and tagging the objects
and/ or specinmens with the accession nunber. Oiginals or
copies of all docunments pertaining to an acquisition should
be marked with the accessi on nunber, using archivally sound
i nk, and then placed in an accession folder. Any copies
shoul d be el ectronically photocopi ed on archival bond paper
for longevity.

Each step of accessioning is detailed in the follow ng
sections. All objects and/or specinens to be included in the
unit's nmuseum property collection nust be accessi oned.

bj ects and/or specinens left at the unit for consideration
as a possible donation for a short period of tine nust have a
Recei pt for Property (D -105; Figure 2.5), an object and/or
speci men tenporary custody receipt (Figure 2.6), or a bureau-
speci fic equivalent conpleted. Such objects and/or specinens
held in tenporary custody nmay al so be consi dered short-term

| oans (see Chapter 5). No material is accessioned until any
recommendati on by the optional Museum Property Conmittee is
consi dered and a deci sion has been nade by the designated
authority to include it in the nuseum property coll ection.
The Museum Property Commttee, as designated by the bureau,
makes reconmendati ons concerni ng nuseum property,

acqui sitions, and deaccessions to the unit manager or
designated authority. Refer to the Museum Property Handbook,
Volume |, Chapter 3:2 for additional information on the
Museum Property Conmttee. The bureau-designated authority
makes the final decision to accept or reject a potenti al
accessi on.

Al'l accessions nust be fully catal oged. Procedures for

catal oging are discussed in Chapter 3. All donations,

pur chases, exchanges, transfers, and field collections nust
fit the unit Scope of Collection Statenent. The accountable

officer should sign all |egal docunents transferring title
and/or custody. |If the accountable officer so chooses,
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however, these forns may be signed by a designated receiving
of ficer. The designation should be nade in witing by the
accountable officer. Citations and references to the
managenent of nmuseum col | ections may be found in Appendi x A,
"Mandat es and Standards.”

B. PROCEDURES FOR RECEI VI NG OBJECTS AND/ OR SPECI MENS

1. Revi ew of potential accessions

All rmuseum property acqui red should be consistent with
the Scope of Collection Statenent (SOCS) for the unit.
Museum property should not be acquired with the intent to
deaccession it later. Proffered nuseum property that is
outside a unit's SOCS nmay be referred to other units or
institutions either by contacting the unit directly or by
referring the donor to other units. To accept a donation
with intent to deaccession nay cause the donor to | ose
the tax deductibility of the donation, as defined by the
I nternal Revenue Service. Refer to Chapter 6 in Vol une
Il of this Handbook for a discussion of deaccessions.
Procedures bel ow apply once the approval has been granted
and an accession is to be entered into the nuseum
property collection.

2. Gener al Procedures

a. Upon receipt, curatorial staff should unpack and
i nspect what is being received to ensure that the
itenms correspond to what is witten on the docunent
transferring ownershi p and/ or custody, or confirmng
the transaction. The objects and/ or speci nens should
be inventoried on the accession receiving report or
equi valent if they are not inventoried on another
docunent, such as a Deed of Gft (Figure 2.7) or
Transfer of Property (DI -104, Figure 2.8).

b. An accession receiving report or equivalent is to be
conpleted imedi ately by curatorial staff in every
case, for all types of accessions, when an object
and/ or specinen is received and the unit accepts
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custody of the objects and/or specinens. btain

i nformati on about nuseum objects fromthe source of
accession (e.g., donor). Record information about
how t he obj ects and/ or specinens cane into the
possessi on of the source of accession, use and

manuf acture, and significance. Include the source of
accession (an individual or an institution with the
nanme of the responsible individual), address and

t el ephone nunber and, if applicable, the nane of the
project that generated the objects and/or specinens.

Wher e possi bl e and appropriate, obtain photographic
docunentati on of the objects and/or specinens.

An accession receiving report or equivalent also
serves as a receipt for property when signed by the
receiving officer. |If the curatorial staff
responsi bl e for the nuseum property is unavail able, a
Recei pt for Property (D -105 or equivalent), an

obj ect and/or specinen tenporary custody receipt, or
equi val ent form should be conpleted until such tinme
that the appropriate docunents can be generated.

This information is essential for accurate
docunentation of the objects and/or specinens and for
est abl i shing accountability.

c. Record the overall condition of the objects and/or
speci nens and note any danage that may have occurred
in shipnment. Imediately report damage, in witing,
to the owner or donor. |[If sonething for which the
unit accepts responsibility is already damaged and
this fact is not docunented, the unit may be held
accountabl e for the damage.

d. Obtain all available informati on and docunentation
concerning the transaction at the tinme of receipt of
t he accession. Get as nmuch information fromthe
source of accession as possible on the object itself
(e.g., identification, history, people associated
wi th the accession, previous owners, origin, and
use). \Wierever possible, obtain this information in
witing fromthe source of accession. Information
gi ven by the source of accession provides a critical

2: 4 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapt er

2 Accessi oni ng

provenance for objects. Al |egal docunents for the
transaction go into the accession fol der.

Make an entry in the accession book. M ninum data
requirenents are identified in Section E of this
Chapter.

Establ i sh an accession fil e.
Generate an accession folder that contains al

perti nent accession docunents. Place the folder in
the accession file.

Detailed informati on on each of the above procedures
is outlined in this Chapter.

3. Legal consi derations

a.

Owner ship

Proof of ownership should be obtained when receiving
a donation, a purchase, an exchange, or a transfer.
The unit should obtain fromthe other party (source
of accession) a witten and signed proof of ownership
statenent or docunent indicating clear title. 1In the
case of a donation, this statenent (Figure 2.9) is

i ncluded as part of the deed of gift or equival ent.
In the case of a purchase, exchange, or transfer, the
statenent should be included in the | egal docunent
transferring title of the property to the bureau.

Copyri ght
1) Sunmary of Copyright Law

Copyri ght shoul d be obtai ned when receiving a
gift, transfer, purchase, or an exchange. The
Copyright Act of 1976 provides copyright
protection for "original works of authorship"
fixed in tangible form including not only
witten docunents, but also works of art, such as
scul ptures, paintings, and photographs. The |aw
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applies to published and unpublished works.

Ef fective January 1, 1978, copyright or
intellectual property is separate and distinct
from physical property and title nust be
specifically conveyed in witing. Wrks acquired
prior to that tine may be assunmed to have had the
copyright transferred with the works, unless
there was a witten statement to the contrary.

Copyri ght may be owned by the creator, enployer,
heir, agency, or individual. Under current U S,
copyright |law, donors who offer the bureau copy-
rightabl e objects (i.e., photographs, prints,
original fine arts, graphic designs, literary, or
nmusi cal works) have five rights that constitute a
copyright interest to transfer. These include
the right (1) to reproduce (including photographs
or records), (2) to prepare derivative works,

(3) to distribute or sell copies, (4) to perform
publicly, and (5) to display the copyrighted

wor k.

The standard gift formallows the donor to convey
all copyright interests by signing the gift form
donating the object to the bureau. |If, however,

t he donor wi shes to retain copyright interests,
the unit shoul d obtain a nonexclusive |icense
that allows the objects to be used for norma
museum pur poses. The addition of optional
wor di ng concerning the retention of copyright may
be included after consultation wth the
designated official. The follow ng wording is

r econmended:

| /we give perm ssion to use said object(s)
and/ or visual image(s) or other reproductions
of it (them for all standard nuseum purposes
including, but not Iimted to, exhibition,
publicity, outgoing |oan, research, and
educati onal endeavors.

Wi | e exceptions permt the display of a work by
the | egal owner w thout perm ssion fromthe
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copyright holder, the unit should still obtain

t he above perm ssion to safeguard it from
possi bl e adverse |l egal action. Fair use of a
copyrighted work permts certain reproductions

wi t hout infringenment based on type of use, nature
of the work, percentage of work reproduced and
the effect of reproduction on the conmerci al

val ue of the work. Library photocopying of
single copies may be permtted if the material is
not used (directly or indirectly) for profit, if
the repository is open to the public, if the work
is not a loan (unless permssion to copy is
included in the |l oan agreenment), and if there is
a notice of the copyright included in the copy
and there is a notice regarding the use of
copyrighted materials posted in the public area.

For those works acquired after 1978 wi thout the
specific witten copyright transfer, the bureau
does not own copyright interests. The copyright
of work prepared in the course of normal duties
by bureau enpl oyees is vested in the bureau. For
wor k conmm ssioned or "work for hire" by the
bureau, copyright to the work is presuned to be
vested in the bureau, unless otherw se noted. To
avoi d possible confusion, it is strongly
recommended that a witten agreenent with the
creator or contractor clearly define the
copyright to be conveyed to the bureau.

CGenerally work done by governnent enpl oyees in

t he course of Covernnent enploynent is not
copyri ght abl e.

How t o Acqui re Copyri ght

When obj ects are accessioned into the nuseum
property collection every effort should be nmade
to acquire the copyright. 1In order to obtain
copyright, a statenment simlar to that in

Figure 2.10 shoul d appear on the | egal docunent
transferring title to the property when acquiring
a donation, a purchase, an exchange, or a
transfer. This statenment nmay be conbined with a
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3)

4)

5)

proof of ownership statement if desired. In the
case of a donation, this statenent is included as
part of the deed of gift. 1In the case of a

pur chase, exchange, or transfer, a statenent
simlar to that in Figure 2.9 should be witten
on the |l egal docunent transferring title to the
property. It is not necessary to register the
transfer of copyright with the IRS. [If donors or
vendors choose to retain copyright, a non-
exclusive |license may be negoti at ed.

Right to Display Imges of Borrowed Wrks

The right to display or publish photographs does
not automatically transfer to one who borrows or
rents works. Such perm ssion or |license for

excl usive or nonexcl usive use nust be obtained in
witten format fromthe copyright holder and for
nost purposes i s adequately covered by an

i ncom ng | oan agreenent (Figure 5.1).

Repr oduction of Copyrighted Materials

Under certain conditions specified in the |aw,
libraries and archives are authorized to furnish
a photocopy or other reproduction. One of these
specified conditions is that the photocopy or

ot her reproduction is not to be used for "any
pur pose ot her than private study, schol arship, or
research.” |f a user makes a request for, or

| ater uses a photocopy or other reproduction for
purposes in excess of "fair use," that user may
be liable for copyright infringenent. The
bureau should reserve the right to refuse to
accept a copying order if, in its judgenent,
fulfillment of the order would involve a
violation of the | aw

Duration of Copyright

"Effective January 1, 1978 all works created on
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or after January 1, 1978, whet her published
(copyrighted) or not, are protected fromthe date
of creation. Protection continues for the life
of the creator plus fifty years. First term
copyrights as of January 1, 1978 are renewabl e
for an additional forty seven years at the end of
the first term Copyrights in their second term
as of January 1, 1978 are extended for a total of
seventy five years fromthe date the copyright
was originally obtained. Protection for works
made "for hire" extends for seventy five years
fromthe date of first publication or one hundred
years fromthe date of creation, which ever
occurs first."

I nformation provided on the copyright section was
taken fromA Legal Priner on Managi hg Miseum
Coll ections (Ml aro, 1985).

Restrictions

Only unrestricted gifts should be accessioned into
museum property collections. Any exceptions nust be
approved in witing by the designated authority.
Neverthel ess, it would be wise to avoid donations
with restrictions on them Potential donors should
be infornmed that although the governnment will honor
restrictions to the extent possible and subject to
provisions of the law, it cannot guarantee that it
wll be able to do so. For exanple, donors should be
notified that their donations nmay be subject to the
Freedom of Information Act.

Consultation and Confidentiality

The fundanental relationships that often exi st

bet ween unit resources and the integrity of
contenporary Native Anerican and ot her cultures
necessitate that the bureau consult with affected
comunities before reachi ng deci si ons about the
acqui sition and nanagenent of traditionally

associ ated resources. The identities of community
consul tants and informati on about sacred and ot her
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culturally sensitive places and practices nust be
kept confidential to the full extent of the | aw
(e.g., Freedomof Information Act and Privacy Act)
when research agreenents or other circunstances
warrant. The research use of community consultants or
respondents nust be subject to their informed consent
in accordance with the | aw

I nformation regarding the | ocation, nature, and
cultural context of archeol ogical, historic, and

et hnographi ¢ resources nay be exenpted from public

di scl osure. Docunentation is needed for decisions to
di ssem nate such information or to withhold it if it
has been determ ned by a bureau solicitor that

di ssem nation will have substantial adverse effects
on the resources.

e. Tax Deducti bl e Donati ons

Since the passage of the Tax Reform Act of 1984,
donors, if they wish to take a tax deduction, are
required to conplete IRS Form 8283, Noncash
Charitable Contributions (Figure 2.11), and acquire
prof essi onal appraisals for annually cunul ative
donati ons of over $5000 to obtain tax benefits.
Donors should consult their tax advisor when planning
a tax deductible donation. Units should nmake objects
and/ or specinens avail able to appraisers and are
required to acknow edge donations in conpliance with
I nternal Revenue Service requirenents. According to
the revised March 1990 I RS Form 8283 that may be sent
by the donor to the unit for conpletion the donee
nmust conplete Part 1V of this Form The person
acknow edging the gift on behalf of the unit nust be
specifically designated by the bureau to sign IRS
Form 8283 and return the Formto the donor.

f. Appraisals

Donations to the Bureau are tax-deductible to the
extent permtted by law. The onus of responsibility
is on the donor to establish the appraised fair

mar ket value of a gift for tax deduction purposes and
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neet all Internal Revenue Service appraisa

requi renents. Due to potential conflicts of

interest, bureau staff may not provide nonetary
apprai sal s of any objects and/or specinens. Although
the unit may place a value on an object or specinen
for internal control purposes, this anount is not
made available to the public and cannot be used by

t he donor for tax deduction purposes.

C. TYPES OF ACCESSI ON TRANSACTI ONS

bj ects and/ or speci mens may be acquired through any of five

types of transactions. Bureau authority to acquire nuseum

property varies frombureau to bureau. Acquisition types

i nclude the follow ng:

I donation

I purchase

I exchange

I transfer

I field collection.

The first four transactions involve a transfer of ownership.

The fifth transaction, field collection, generally docunents

the collection of objects and/or specinens that are already

unit property or acquired by bureau funding or action.

1. Donation
Definition: This category includes outright donations
fromindividuals or institutions, as well as bequests (a
donation through a will) to the nuseum property
collection. The property being donated nust be owned by
the donor. Title to the property nust be transferred to
the bureau. Copyright should be transferred to the
bur eau.
When a donation is received, reviewed, and recommended
for acceptance by the staff or optional Miseum Property
Comm ttee, and accepted by the designated authority, a
Deed of Gft (Figure 2.7) is conpleted listing the
obj ects. The donor and the designated authority sign the
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form |In the case of corporate ownership, ensure that
the person signing the gift formis authorized to do so
(one indicator is the individual's position within the
corporate structure). The objects and/or specinens are
accessioned as a donation. Donors may conplete an IRS
Form 8283, Noncash Charitable Contribution (Figure 2.11).
The original signed gift formis filed in the accession
folder, along with other pertinent docunents. A sanple
letter to the donor acknow edging the gift may be found
in Figure 2.12.

If the designated authority is not available to accept
t he objects and/or specinens, and they are left for
consideration as a potential gift for a short period of
time, a receipt for property, object and/or specinen
tenporary custody receipt, or an equival ent docunent is
conpleted to protect the rights of the unit until the
appropriate docunents can be conpleted. Previously
accessioned gifts may not have had a Deed of G ft
conpleted at the tinme of acquisition. These accessions
may have instead a donor letter signed by both parties, a
last will and testanment, or the accession may | ack
docunentati on of any kind. Wen docunentation is

| acking, if the donor, or donor's agent, is stil
avai l abl e, a signed Deed of Gft should be obtained,
noting the earlier date of donation.

Unit staff should accept only gifts that are intended for
per manent acquisition into the unit nuseum property

coll ection. Donations should not be accepted with the

i ntent of subsequent deaccession. |If the unit exchanges
or transfers the donated property (for which an IRS form
8282 has been conpleted) to a non-bureau unit or Federal
agency within two years of the donation, the unit is
required by IRS regulations to report this transaction to
the Internal Revenue Service on IRS form 8282. The 8282
is sent to the IRSwth a copy to the donor, along with
the donor's tax identification nunber as the donor may be
subject to penalties.

The unit manager and unit curatorial staff should
remenber that no gift is free. Every gift requires staff
time and noney to docunent, preserve, and store the

2:12 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapt er

2 Accessi oni ng

obj ect s and/ or speci nens.

bj ects or specinens found on unit property, by visitors
or staff, and accepted into the nuseum coll ection are
classed as "field collections" not "donations" because
they were not owned by the individuals who "found" the
itens but are instead unit property. |If a unit's
cooperating associati on purchases a painting and donates
it to aunit, the painting is considered a donation, as
unit funds were not expended.

Pur chase

Definition: This category includes objects and/or
speci nens that are specifically purchased by the bureau
unit for inclusion in the museum property collections.

If the unit purchases an object, a signed receiving
report copy of the Order for Supplies or Services
(OF-347; Figure 2.13) or equivalent or an archival copy
of this formgoes into the accession folder; or, for

i nprest fund purchases, a copy of the Requisition (Dl -1;
Figure 2.14) or equivalent and sales slip; or, for a
field purchase, a signed Receiving Report Copy of the
Field Purchase Order (SF-44 or equivalent; Figure 2.15)
or, for purchases over $25,000, a copy of the purchase
contract. |If originals are not avail able, nake archival
copies for inclusion in the accession fol der.

When meki ng a purchase, the unit should obtain proof of
ownership in order to protect itself from purchasing
stolen property. Proof of ownership may consist of a
witten statenent attached to a | egal docunent of
transfer or incorporated in the conditions of |egal
docurnent of transfer (see Figure 2.9). Copyright should
be transferred to the bureau.

Exchange

Definition: This category includes objects and/or
speci nens that are received in exchange for objects
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and/ or specinens that are outside the unit's scope of
collection statement and are deaccessioned fromthe
unit's nuseum property collection. The acquired objects
and/ or speci nens may be from anot her bureau unit, another
Departnmental unit, another Federal unit, a not-for-profit
institution, another organizational entity, or an

i ndi vidual. The exchange shoul d take place only when the
proposed action is justified, determ ned equitable, and
in the public interest.

Authority to deaccessi on nuseum property will vary from
bureau to bureau. |In accordance with generally accepted
museum practice, the preference is to keep the nuseum
property in the public trust. The exchange of objects
with private individuals and non-educational or non-
cultural institutions is not recormmended, and may only be
done if well justified and if no other alternatives are
avai l able (see Figure 2.16).

The out goi ng obj ect and/or speci nen shoul d be catal oged
before it is deaccessioned according to procedures
outlined in Chapter 6 of this Volune of the Handbook. In
order to protect Governnent interest, appraisals should
be obtained. The non-bureau nuseum property shoul d be
apprai sed by at | east one independent appraiser, if the
objects are collectively apprai sed at under a value to be
determ ned by the bureau (i.e., no |l ess than $2,000 and
no nore than $5,000), and a second if the objects are

col l ectively apprai sed at over the bureau-determ ned

val ue. The bureau object is appraised by a single
apprai sal which is obtained by the unit frominformation
provi ded by a recogni zed bureau subject matter

specialist, or in a paid arns-length appraisal. To
docunent exchanges, the originating unit retains the
origi nal accession docunents and sends copi es of these
docunents to the receiving party. Further information on
exchange of nuseum objects may be found in Chapter 6,
"Deaccessions. "

Proof of ownership should be provided. The unit should
obtain a witten and signed proof of ownership for any
obj ect (s) and/or specinen(s) to be received i n exchange.
The bureau shoul d nmake every effort to acquire the
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copyright of the exchanged nmaterials. The exchange is
docunented by a witten | egal agreenent signed by both
parties.

Tr ansf er

Definition: This category includes objects and/or

speci nens that are received by a bureau unit as a
transfer from another unit or bureau, or Federal agency
i f authorized by specific |egislation.

Wth appropriate bureau approval, unit nmanagers may
transfer objects and/or specinens that do not fit the
Scope of Collection Statenent to other bureau units.
(bj ects or specinens that are being transferred should
have been previously accessioned and catal oged to

mai ntai n accountability. |Incomng transfers are
accessi oned and assigned a new accessi on nunber by the
receiving unit, according to the unit or bureauw de
nunberi ng system

Transfers shoul d be docunented by the sending unit or
bureau by a Transfer of Property (Dl -104 or equival ent)
formand a witten justification. Copies of all the
docunents are placed in the accession folder. |If the
transfer is between units, the originating (outgoing
transfer) unit generates the Transfer of Property (DI-104
or equivalent). The originating unit provides the
receiving unit copies of all accession and catal og
docunentation fromthe tine the material becanme nuseum
property of the bureau, such as purchase orders,

receipts, transfer of title, gift fornms, catal og records
and associ ated catal og data, and copyright docunents.
Proof of ownership should be provided. To docunent
transfers between units, the originating unit retains the
ori ginal accession docunents, and catal og records and
catal og fol der contents, and sends archival quality
copi es of these docunments to the receiving unit. The
receiving (incomng transfer) unit pays any
transportation and other costs involved. Qutgoing
transfers are consi dered deaccessi ons.
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Field Collection

Definition: This category describes objects and/or

speci nens that are collected on bureau property or Indian
| ands, or collections made through Federal funding or
instrunment by unit staff, bureau, and non-bureau
researchers collecting under permt. This category is

al so used to describe objects and/ or specinmens resulting
from unaut hori zed or "spontaneous" or incidental

coll ecting and objects and/ or specinens "Found in

Col | ections” w thout docunentati on.

a. bjects and/or Specinens Col |l ected Under Perm t

Aut hori zed archeol ogi cal surveys and excavations and
natural history collecting are the nost common field
col l ection sources. Authorized collectors, such as
archeol ogi sts, research scientists, or unit enployees
Wth permts to collect on unit property or Indian

| ands, or through Federal funding or instrunent,
should bring the collections to the unit's nmuseum for
accessi oni ng, catal oging, and storage. Wen the

obj ects and/ or specinens are delivered, a Receipt for
Property (DI-105) or equivalent is issued; the
col l ector provides the information so that the
accession receiving report or equival ent can be

conpl eted, and the objects and/or specinens

accessi oned.

Aut hori zed archeol ogy and natural history collections
made under circunstances descri bed above, but that
are curated el sewhere (e.g., at a non-bureau
repository), are also considered field collections.

Ar cheol ogi cal coll ections housed at non-bureau

| ocations are subject to 36 CFR 79 "Curation of
Federal | y- Omed and Adm ni stered Archeol ogi cal

Col l ections.” The bureau is responsible for ensuring
t hat Federal collections under the bureau's
responsibility and held at other institutions or
repositories are curated according to Departnental

st andar ds.
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Al'l associ ated docunentation (e.g., field notes, base
maps, Vvisual inmges, databases, including slides,
prints and draw ngs, research reports, and
correspondence) will acconpany the objects and/or
speci nens. Access can be restricted, subject to
provi sions of the Freedom of Information Act (5 USC
552), and the Anmerican Indian Religious Freedom Act
of 1978 (42 USC 1996). The Archeol ogi cal Resources
Protection Act (16 USC 470aa-11) makes specific
provision for restricting information on
archeol ogi cal site |ocations.

If the field generated records are limted, they may
be filed in the accession folder. Extensive field
gener ated docunentati on nmay be processed according to
the procedures for field generated records in
Appendi x C, "Historical and/or Scientific Docunent

Col | ections. ™

Unaut hori zed or "Spontaneous” Coll ecting

In spite of bureau policies against unauthorized

coll ecting, occasionally visitors or unit staff wll
"find" objects and/or specinens on bureau | and.

Unaut hori zed collecting by visitors and staff is
strongly discouraged. These objects and/or specinens
should be left in, or returned to, their original

| ocati on whenever possible. The decision to return

t he objects and/or specinens to their original

| ocati on should be carefully considered because of
the risk of creating an artificial assenbl age.

bj ects and/ or speci nmens that have been picked up
haphazardly on bureau property are not considered as
a gift of the finder. |If returning themto their
original location is not possible, the objects and/or
speci nens shoul d be docunented as a field collection
using the sanme procedures as for itens collected
under permt. Details of the unauthorized collection
nmust be recorded on an accession receiving report, or
equi valent (e.g., site of collection, the finder's
nanme, address, and the nanme of the staff menber
receiving the itens). The unauthorized collector
does not receive a copy of the docunent as this
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material is property of the bureau and not that of
t he finder.

bj ects Manufactured by Unit Staff

bj ects manufactured for inclusion in the nmuseum
property collection in the unit by unit staff or
contractor (e.g., as part of a cultural

denonstration) are considered field collections.

The bureau frequently may have to deal wi th accessioning
museum property w thout proof of ownership and docunentati on.
The foll ow ng are suggested procedures to foll ow.

d.

"Found in Unit or Bureau"

For museum property of uncertain origin "found"
within the unit, only data that is known to be fact
shoul d be included in the accession folder. The nost
recent date that the unit discovered the itens and
acknow edged custody of the material and al

associ ated i nformati on should be recorded. The
findi ngs should be fully docunented on the accession
receiving report (Figure 2.3) stating how the

mat eri al was found, who found it, under what
conditions, and precisely where it was found. The
names of people who were asked for information, and
their responses, should be recorded and filed in the
accession fol der.

In sone case's objects and/or specinens are found
within collection storage with no evidence of the

mat eri al ever having been accessi oned or cat al oged.
The curatorial staff is faced with the dilenmma of not
know ng whet her the material m ght have been incl uded
in a previous accession. Thus the absence of
paperwork, tags, |abels, or catal og nunbers opens the
door for the creation of duplicate records. Because
of this problem the curatorial staff should try to
recover information about these "found" materials to
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determne if this particular material could have
possi bly been part of a larger collection, properly
accessioned at an earlier date, but never properly
mar ked with the accessi on nunber or catal oged.

I f a new accessi on nunber has been assigned to an

obj ect or specinen, and later it is discovered to be
part of an old accession, the old accessi on nunber
shoul d be used but cross referenced to the new
nunber. Fol | ow standard procedures in Section E.2 of
this Chapter to void the new accession nunber. As in
the fornmer case, docunentation of all searches to
establish the status of the accession should be

i ncluded in the accession fol der.

In sunmary, cleaning up the actions or inactions of
previous tines is difficult. Success requires
consi derabl e detective work to investigate what has
gone on before in order to set the record straight.
Therefore it is extrenely inportant to al ways
docunent all actions taken. Refer to Figures 2.17
and 2. 18.

Unaccessi oned Obj ects and/ or Specinmens "ldentified as
Museum Property"

Units may | ocate property that is appropriate for

i ncl usi on as museum property that had not been
identified as such prior to the establishnment of the
Depart mental nuseum property survey. The

unaccessi oned nuseum property shoul d be accessi oned
into the nuseum property system Sone of the
foll owi ng conditions nmay apply.

I The unit may have acquired objects and/or

speci nens over an extended period of tinme wthout
a nmuseum property managenent programto
docunent this activity, but docunmentation
exists to prove owner shi p

I Docunentation is not avail able, but information
concerni ng nuseum property i s obtained from oral
hi story, context, or by reconstructing
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ci rcunst ances. If unit staff know when and how t he
mat erial was acquired, this information should be
docunented and included in the accessi on fol der.

' If no docunentation or infornmation about the
museum property is avail able, this should al so be
i ndi cated (see sanple formfor tracing

m ssi ng accessi on docunentation, Figure 2.18)
and i ncl uded in any accession folders or
equi val ent to docunent the lack of information.

I If property was transferred fromone unit to
anot her unit, and docunentation for the
transferred material exists, this should be

i ncluded in the
accessi on fol der.

Oten a relatively new unit may acquire ownership
of thousands of objects and/or specinens at the
time the unit is established. Any existing
docunent ati on that supports the nuseum property
coll ection should be included in the appropriate
f ol der.

Museum property may be | ocated in obscure places
and discovered at a later date. In that case,
accession the objects and/or specinens into the
museum property system foll om ng procedures
described in this Chapter.

D. THE ACCESSI ON BOOK

The accessi on book contains a current sequential |og of
transactions that docunent the source for every object or
specinen in the unit's nuseum col |l ection. An actual bound
accession book is required and substitutions (e.g., conputer
program are not acceptable. The data nmay be conputerized to
facilitate nmanagenent. The only exception to this

requi renent i s described on page 2:1; cards for natural

hi story accessions are acceptable only when a bound vol une
for catalog records is present. \Werever possible, records
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are entered chronologically. Al objects and/or specinmens in
t he museum property collection nust be part of an accession
recorded in the accession book. Only one accession book per
unit is used. Wth approval by the appropriate bureau
official, two or nore accessi on books nmay be warranted in
situations where nmuseum property is nmanaged in two districts
that are wi dely separated geographically.

1. Entries in the Accessi on Book Mist Be Kept Current

The accession book is one of the nost inportant docunents
in the unit as it provides the information necessary to
establish a formal witten record of bureau title and
custody of museum property. It is the first and
essential step in establishing the paper trai
docunenting the unit's nmuseum property accessions. The
val ue of the book as a | egal docunent lies in the

uni nterrupted sequence of entries, w thout m ssing pages
or erasures. The integrity of the book nust be

saf eguarded by storage in a locking insulated file that
shall be | ocked when not in use. Refer to Volune |,
Chapter 11, Section F.2 for nore discussion on docunent
storage files. Access to the accession book should be

monitored and controlled. It is strongly recomended
that the book be maintained in a secure roomthat is
| ocked nightly. |If the collection does not have an

insulated file with conbination |ock, the book may be
stored tenporarily in a safe while an insulated file is
on order.

The book shoul d be nade of high-quality, archivally-
sound, 100%rag paper, with each page string-bound into a
hard cover thus ensuring |longevity. Because this book is
an original |edger, extrene care nmust be taken in making
entries and storing the book.

2. Creating a Copy of the Accessi on Book

In order to retrieve information in the case of |oss of

t he accessi on book, protect against potential fraud and
abuse, and ensure that new accessi ons neet bureau

recor dkeepi ng standards, copies of the original accession
book and subsequent entries, should be submtted to a
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designated office on a schedule to be established by the
bureau, to nmaintain a check and bal ance for the system

E. RECORDI NG ACCESSI ON | NFORVATI ON

Whenever the unit has received objects and/or specinens for

t he museum property collection, information about the
accession nust be recorded. Certain nmandatory accession
information is recorded in the accession book

([i.e., accession nunber, description, source of accession,
accession date, date received, accession type, and itemtotal
(actual, estimated, or bulk]). The renmaining mandatory data
fields are entered into a supplenentary accession record (see
Figure 2.2, Accession Form. The entry should be nade
pronptly, neatly, and accurately. Al entries should be
printed in high quality permanent black ink with fountain or
Rapi dograph pen. Drafting the entry on a piece of plain
white ruled paper and then transferring it to the accession
book may reduce errors in entry. The bound accessi on book
establishes a record of custody and accountability, and is to
be treated as a | egal docunent that nay be used in a court of
| aw i f necessary.

1. List of Mandatory Data for Accessions

The follow ng are the mandatory data for accession
information. Wen data is unavailable units should enter
N A (not applicable), or unknown, as appropriate. For
"hi ghly recommended” and optional data sets, refer to
Appendi x L.

I Accessi on nunber
I Source of accession (individual), or
I Source of accession (institution) and
responsi bl e of fici al
I Address of source of accession
Box or street
Gty
State
Zip
Country if other than the United States
Tel ephone nunber
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Dat e received
Accessi on date
Accessi on type
Descri ption
Proj ect name (as appropriate)
Cat al og nunber(s) within the accession
ltemtotal
Act ual
Esti mat ed
Bul k

2. Mandat ory Accession Data Definitions

a. Accession nunber

The accessi on nunber should be a uni que
identification nunber sequentially assigned to an
accession within a unit nuseum property coll ection,
and may include either unit name or acronym as part
of the nunber.

The nunbering systemis determ ned by the bureau, and
shoul d ensure that each unit can be identified for
managenent and data aggregati on purposes.

b. Source of Accession
1) I ndividual

Record the full nanme of the individual or group
of i ndividuals.

2) Institution

Record the full nanme of the primary source of
accession (e.g., the institution or estate that
sol d, gave, exchanged, or transferred the
material, or field collected it within the unit's
boundary). |If the source is not an institution,
enter "not applicable".

3) Responsible Oficial
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For an institutional source of accession, give
the full name and title of the responsible
i ndi vi dual for contact purposes.

c. Address of Source of Accession

Address 1 (Box or street)

Address 2 (Gty)

Address 3 (State)

Address 4 (Zip)

Address 5 (Country other than United States)

d. Tel ephone Nunber

Record all applicabl e tel ephone nunbers provided by
t he source of accession.

e. Date Received

Record the date the property was received into unit
cust ody.

f. Accession Date

Record the date the transaction was entered into the
accessi on book and into the nuseum property system
The bureau may establish a bureauw de standard for
recording the date. |f docunentation indicates the
obj ect and/or specinmen was received at the unit at an
earlier date but not entered into the accessi on book,
this informati on should be entered in the accession
folder or equivalent. |If the accession date is not
known, then the date on which the material was
"found" is entered into the accession book and is
consi dered the accession date. |If an earlier
substantiated date is then traced, this date is

consi dered the accession date, the old accessi on date
is changed, and a notation is nmade in the file.

g. Accession Type
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Record the nature of the transaction by which the
accessi on was acquired.

Descri ption

This is a sunmary of the objects and/or specinens in
the transaction. |If there are many itens, do not try
to list themall but quantify the total accession.

|f the accession is for one object, the entry nmay be:
"one oil painting, ~Gand Canyon at Dawn,' by Mran."
A conplete inventory or listing of the artifacts

and/ or speci nmens received should be placed in the
accessi on fol der.

Project Nanme (as appropriate)

This is the designated nanme of the field project
(e.g., Dolores Archeol ogical Project).

Cat al og Nunber(s) within the Accession

Enter the catal og nunbers associated with this
accession. Recording the catal og nunbers of
accessioned material in the accession system provides
an inportant cross-reference between the accession
and catal og records. In accessions containing |arge
nunbers of specinens or artifacts, listing al

nunbers may not al ways be possible or practical on an
accession form \When this is the case, the catal og
nunbers may be indicated on an inventory sheet placed
in the accession folder while making a correspondi ng
note on the accession form Catal og nunbers assi gned
toitens in a single accession should be sequenti al
wher e possi bl e.

Item Total (actual, estimted, bulk)

If items are contained wthin a larger unit and only
the larger bulk unit (not the individual itenms) is
counted, enter the nunber of bulk itens (e.g., for 6
boxes of sherds, enter 6 boxes; for 12 linear feet of
archives, enter 12 linear feet). Units are encouraged
to use standard archival boxes and standard units of
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nmeasure where possible. Please refer to Appendi x K

for discussion of nmeasurenent techniques. |If itens
in the accession cannot be counted enter an esti mated
total . If item counts have been estinmated in an

accession, as itens are catal oged the item counts
shoul d be changed to reflect the nost recent and
correct actual totals.

2. Corrections to the Accessi on Book

a.

Correction of an Accession Book Entry

When an accession entry is made in error, a single

[ ine should be drawn through the incorrect
informati on and the correct information should be
entered above or bel ow or on another line. The
correction should be initialed. The signature
(initials and | ast nane) of the person making the
correction, and the date should be entered in the
remarks colum. Errors should never be erased or
covered over, for legal and accountability purposes.

Correction of an Accession Book Page

In extrene cases, whol e pages of accession entries
may be so erroneous that they nay have to be redone.
A witten request to redo pages should be approved in
writing by the designated authority. Wen this
becones necessary and approval is granted, the
erroneous pages are should never be renoved fromthe
book. A single diagonal |ine may be drawn fromthe
upper left corner to the lower right corner and the
corrected entries may be nade on the next avail able
page. The signature of the person making the
correction, the date, and the new page shoul d be
referenced and entered on the diagonal |ine.

Recopyi ng the Entire Accessi on Book
The accessi on book should not be recopied. |If the

accessi on book needs to be rebound, make a phot ocopy
of all entries before sending it out for rebinding.
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ESTABLI SH NG AN ACCESSI ON FI LE

The accession file is conposed of a series of accession
folders containing all docunmentation relating to each
accession. The accession folders should be filed nunerically
in a locking insulated file where the accession book is
stored. Access to the accession files nust be controll ed.
Each accession requires a separate folder, with the accession
nunber clearly marked in permanent black ink with a fountain
or rapidograph pen. Do not use pressure sensitive |abels,
which may fall off in tinme. The folders should be nade of
archival quality acid-free cardstock

The accession folder contains the originals or archival
copies of all |egal documentation that support the entry in

t he accessi on book. For exanple, if the accession book entry
states that accession XXXX was a donation from M. Jones,

t hen accession fol der XXXX should contain a deed of gift or a
validated letter signed both by the donor and the bureau's or
unit's authorized party or sone other fornms of |egal
docunentation that establish transfer of ownership. Since

t hese | egal docunments support the governnment's claimto
ownership and custody of nuseum property, the accession file
nmust be apprai sed through agency records schedul e procedures,
and, as necessary, certified to the Archivist of the United
States that they are needed for current business. These are
permanent files used for ongoi ng busi ness and shoul d not be
separated fromthe nuseum property they support.

The accession folder also contains a copy of the accession
receiving report, all correspondence, field notes, and other
docunents relating to the accession transaction or to the
obj ects and/or specinens in the transaction. |If field notes
are extensive, they should be processed as in Appendi x C, and
stored as docunent collections. Refer to Appendix 1 of this
Vol une for the definition of "Associated Records.” On the
exanple folder in Figure 2.4 is a conveni ent checklist of
material that should be included in the file. An optional
accessi on checklist may be included in the accession fol der.
Exanpl es of docunents that should be placed in the accession
folder are as foll ows:

1. Accession Receiving Report or Equivalent (Figure 2.3)
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This formis used to docunment the recei pt of nuseum
property and coll ect pertinent information on an
accession fromthe source of accession. It should be
filled out at the tinme the nmuseum property is received.
When signed by the designated receiving officer, it
establ i shes accountability for the objects and/or

speci nens in accordance with Interior Property Managenent
Regul ati ons (410 DM 114-60.203). The | egal docunent for
the transaction (noted in Chapter 2, Section C) is
attached to the accession receiving report. |If the |egal
docunent does not provide an item zed |ist of nuseum
property, the accession receiving report should include a
list of the itenms and their conditions. The accession
receiving report should be used to docunent all wunit
attenpts to trace information concerning inconplete
accessi ons.

Deed of Gft (Fiqure 2.7)

This form docunents a donation and is signed by the donor
and the designated authority. The original is filed in

t he accession folder and a signed copy given to the
donor. Staff should nmake every effort to obtain a signed
deed of gift.

Donor Letter (Fiqure 2.12)

This is a thank you letter to the donor fromthe unit
manager or appropriate authority. Wen an object and/or
specinen is donated, a letter should be sent

acknow edgi ng recei pt of the gift and thanking the donor.
The letter serves as an official acknow edgenent of the
gift. The letter should describe the object, and its
significance to the bureau nuseum property coll ection.

I f the deed of gift was not signed at the tine of the
donation, it should be enclosed with the letter
requesting signature and return.

Last WIIl and Test anent

Whenever materials have been bequeathed to and accepted
by a unit, an archival copy of all relevant |egal papers
shoul d be incl uded.
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Order for Supplies or Services (Fiqure 2.13: OF-347)

Al'l purchases, except field purchases and those from

| mprest Funds or over $25,000, nust have a signed copy of
the receiving report copy of the Order for Supplies or
Services (Figure 2.13; OF 347 or equivalent) in the
accession folder. Transfer of copyright to the bureau
shoul d be included where appropriate.

Requisition (Figure 2.14: Di-1) and Sales Slip

Al l purchases of museum property nade from | nprest Funds
must have a signed copy of the Requisition (Figure 2.14;
Dl -1) or equivalent and sales slip in the accession

f ol der.

Recei vi ng Report copy of Field Purchase Order (Figure
2.15; SF-44)

All field purchases should have a receiving report copy
of the field purchase order (Figure 2.14; SF-44 or
equi valent) in the accession folder.

Pur chase Contract

Al'l purchases over $25,000 should have a copy of the
purchase contract in the accession folder. Transfer of
copyright to the bureau should be included as

appropri ate.

Exchange Agreenent (Fiqure 2.16)

No accession transaction is nore sensitive politically,
ethically, or legally than an exchange of bureau nuseum
property. This is not to say that such an exchange is
not legal or that it mght not be in the best interests
of the unit or the bureau as a whol e but rather that
every step of the trade or exchange transaction shoul d be
conpletely and clearly docunented, so that it can

w thstand public scrutiny at a later date. All docunents
(e.g., exchange proposals, appraisals of bureau and non-
bureau objects and/or speci nens, agreenents, approvals at
all levels, and review comments) shoul d be safeguarded in
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10.

11.

12.

13.

14.

the accession folder. Transfer of copyright to the
bureau shoul d be included as appropriate. Exchange
procedures are described in Chapter 6, Deaccessioning.

Transfer of Property (Figure 2.8; DI-104) or Equival ent

This formis used whenever the ownership of the materi al
is being transferred from anot her bureau area or from
anot her federal agency. Copies of all the existing
docunentation including the transfer of property and
catal og records should be sent along with the objects
and/ or specinens fromthe transferring office. Transfer
of copyright to the bureau should be included as
appropri ate.

Recei pt for Property (FormFigure 2.5; DI -105) or
Equi val ent

This formmay be used to i nmedi ately acknow edge recei pt
of nmuseum property pending conpletion of the accession
receiving report and other required docunents. It is
used nost often with field collections.

Deed of Conveyance (Fiqure 2.19)

This signed statenent allows the bureau the privil ege of
use and the authority to designate use of a copyright or
title interest. The copyright holder (of oral history or
docunents) gives perm ssion to the bureau to authorize
use of stated materials by third parties for a specific
use and duration. The deed of conveyance is simlar to a
non-excl usive license in that both parties agree to share
copyright interests.

Rel ease Form (Fiqure 2.20)

The signed rel ease formallows the bureau excl usive
rights to copyright interests of interviews, oral

hi stories, visual imges, or sound recordings. The
bureau has sol e discretion on use and has authority to
prevent others fromexercising the right to use it.

Vi sual | mage Reproducti on and Use Request (Fiqure 2.21)
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15.

16.

17.

18.

19.

The signed request gives a second party the right to one
time use of a reproduction or an inage in which the
bureau hol ds copyri ght.

bj ect _and/ or Speci nen Tenporary Custody Recei pt (Figure
2. 6)

The tenporary custody receipt is used when the bureau

hol ds museum property in tenporary custody for purposes
of identification, review for possible donations, or

exam nation for purchase. The formis used for short-
termcustody. Unlike |oans, the bureau is liable only
for gross negligence, and generally no insurance coverage
i s added.

Proof of Omership Statenent (Fiqure 2.9)

This signed statenent is included in transfer of title or
cust ody docunents (e.g., deed of gift), indicating that
the owner has a legal title.

Copyright Statenment (Figqure 2.10)

This signed statenent transfers all copyright interests
exclusively to the bureau. This statenent is usually
included in a docunent (e.g., deed of gift or exchange
agreenent).

Noncash Charitable Contributions Form (Fiqure 2.11)

| RS Form 8283 is filed by the donor for tax exenptions on
museum property donated to the bureau. The eval uation
must be gained by the donor from an i ndependent source.
The charitabl e organi zation (bureau) conpletes a section
on the form The bureau nmay need to produce the copy of
the formor equivalent information if the donor is
audited by the IRS. Refer to Section B.3e of this

Chapt er.

CGeneral Correspondence
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Sonetinmes prelimnary comuni cation has occurred before
the actual transaction that brought the museum property
into unit ownership or custody. Any pertinent
correspondence, tel ephone notes, nenoranda, and ot her
records of correspondence that took place either before
or after the accession transaction should be added to the
accession file. Data often can be obtained regarding
prior owners, uses nmade of the objects, and associations
made with the objects. Local papers nmay contain
information on | ocal donors, and obituaries are also of
value. If relatives contact the unit, their nanes and
addr esses shoul d be recorded and placed in the
appropriate accession folder. This information
contributes greatly to the historical interpretation of
t he object and should be placed in the accession fol der
for safe keeping.

20. Evidence of Historical Authenticity

Any docunentation that attests to sone historica
association attributed to the object should be placed in
t he accession folder or equivalent. Such information
should be identified as an attribution, provide the
source of the attribution, the date of the attribution
and nane of the bureau staff nenber who recorded the

dat a.

21. Deaccessioni ng I nformation

Sonetinmes material in the collection is |ost through
deterioration, theft, fire, or unexpl ai ned di sappearance.
(bj ects and/ or speci nens slated for destructive anal ysis
or reburial should al so be deaccessioned. Al such
occurrences are consi dered deaccession transactions. In
addi ti on deaccessi ons nmay be acconplished through
exchange or transfer. Regardless of the nethod of
deaccessioning, full docunentation of the transaction
must be maintained as listed in 411 DM 2.3 6). |If
originals are housed in the deaccession folder then
duplicate copies should go in the accession fol der or
equivalent. In either case accession, catal og, and
deaccession informati on should be cross-referenced. Fire
reports, case incident reports, Report of Survey
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22.

23.

24.

(DI -103), depositions and statenents, statenents of

Wi tnesses to | oss of objects, and Transfer of Property
(DI -104) are exanples of such docunentation. Deaccession
procedures are fully described in Chapter 6.

Docunmentation of Field Collection

For field collections, all field and | aboratory records,
vi sual images, and reports nust be submtted along with
the collection. The docunentation should be organi zed
for efficient access. Oiginal docunents or reproducible
archivally sound copies are required. This requirenent
applies to bureau enpl oyees and contractors. The
docunent ati on shoul d be supplenented by a scientific
report concerning the collection, prepared by the
collector or other investigators. A key to any
abbrevi ati on or codes for proveni ence that are on
artifacts or containers should be provided. |In addition,
i nclude the site nanme, nunber, and | ocation as well as
dates of collection. |If field notes are extensive, they
shoul d be processed as in Appendix C

Conservation I nformation

Whenever a professional conservation exam nation or
treatnment is perforned, the conservator prepares a
condition or treatnent report. This information is
critical to the conservator who, years |later, nmay be
called upon to treat the sane object. Al information
relating to condition, care, and treatnent should be
filed in the accession folder. Alternatively, this
informati on may be placed in the catal og folder, if one
has been established (see Chapter 3); an object condition
report may be included.

Phot ogr aphs

Phot ogr aphi ¢ coverage of any aspect of the accession
shoul d be kept in the accession folder (a photograph of
the unit manager accepting the donation, for exanple, or
a detail ed photograph of an individual specinen taken by
the owner). Record and condition photographs may be
filed separately.
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25. O her Rel evant Docunents

Al'l other docunents related to the accession should be in
the accession folder or their |ocation nust be noted.
These may include, but are not limted to, field and

m scel | aneous research notes, shipping docunents, and
apprai sal s.

G COWUTERI ZATI ON OF ACCESSI ON DATA

The bureau nay wi sh to conputerize the accession data so that
reports may readily be generated fromthe information in the
accessi on book. For exanple, reports listing sources of
accession (e.g., donors and field collectors) by nane,
nunbers of accession transactions in a particular year, and
nunbers of donations or transfer in a certain tine period,
are invaluable tools for nuseum property nanagenent.

H  HOLDI NG ACCESSI ONED MUSEUM PROPERTY UNTI L CATALOGED

Museum property shoul d be inspected for condition and insect
infestation, if necessary, before being brought into contact
wi th other objects and/or specinens in the collection. New
accessi ons should be isolated and carefully nonitored over
time for signs of insect infestation prior to integration
into the collections. Fumgation is reserved as a | ast
alternative.

Each new accession should be tenporarily tagged with an
accessi on nunber and should be placed in a storage space
specifically allotted to accessions that have not been

catal oged. A section of the storage area should be
designated for this purpose. It may be one shelf or one
drawer in a standard storage cabinet, dependi ng on the anount
of new material generally received by the unit. The portion
of storage equi pnent designated should be used for no other
pur pose and should be clearly marked "Accession Storage."
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Tenporary tags may be baggage tags or card tags. Do not use
adhesive or pressure sensitive tapes or labels directly on
obj ects since the adhesive causes permanent harmto surfaces.
A box containing nmany obj ects and/ or specinmens that cannot be
unpacked i medi ately may need only one | abel, the nunber

m ght be nmarked directly on the box or placed in a container
envel ope. New accessions shoul d be unpacked as soon as

possi ble so that the condition of the objects upon arrival
may be noted. If there is danmage it should be noted and the
information placed in the accession folder. Photographs of
damaged objects are an inportant way in which to record

physi cal condition.

bj ects and/ or specinmens in accession storage constitute a
backl og of work that needs inmmedi ate attention. The objects
and/ or specinmens will not be useful until catal oged. They
are also vulnerable to theft, having no catal og nunbers or
descriptive records.

CHANGES | N ACCESSI ON TRANSACTI ON STATUS

When all nuseum property in an accession is converted to
anot her accession status, the original accession nunber is
retained and information cross-referenced. In the accession
book the accession status change and date of change are
noted. For exanple, if nmuseum property that is "found in

col l ection" and accessioned as a field collection is
subsequently found to have docunentation indicating that it
is a donation, the accession transaction type (field
collection) is changed (to donation). The required
docunentation is conpleted and added to the accession fol der.

When sel ected objects and/ or specinmens within an accession
are being converted to another accession status

(e.g., purchase to a transfer), only the selected objects are
converted to the new accession type. The new accession is

gi ven a new accessi on nunber, accession type and a new
accession folder is generated. Follow accession procedures
for assigning the new accession entry. Cross-reference the
two accessions in the accession book and accession fol ders.
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J. I NCOVWPLETE ACCESSI ON RECORDS

Previ ous accessions may | ack docunentation that neets current
requi renents, as outlined in this Chapter. Frequently, the
required | egal docunents are mi ssing. Wen docunentation is
| acki ng, and the other party to the transaction is stil
avai l able, the unit should draft the required docunent and
have it signed and dated, noting in witing that the docunent
confirms a transaction nade on an earlier date. At a

m nimum in the absence of any |egal docunmentation, the unit
will need to conplete the accession receiving report or

equi val ent and provide a witten account of efforts
undertaken to acquire | egal docunentation for the

accession. Refer to Figure 2.18. Use the accession
receiving report to establish accountability for the objects
and/ or speci nens.

K. ACCESSI ON TRANSACTI ON DOCUMENTS

Each new accession nmust have a | egal docunent signed by both
parties to the transaction. Wen possible, such docunents
shoul d be obtai ned for ol der accessions that |ack them
Accession docunents initiate the paper trail critical to
provi ding the ground on which the bureau bases its claimto

|l egal title (ownership) and custody of the object and/or

speci nen or group of objects and/or specinens. Wthout these
docunents the bureau has no proof of ownership or |ega
custody. Legal docunments for each type of transaction are
noted bel ow. Sone types of accessions nmay have nore than one
| egal docunent. The followng forns are illustrated bel ow.

Al'l accessions should have an accession receiving report or
equivalent. In addition, each accession type should have one
of the followng or its equivalent.

Type One of the followng is required:

1. Donation I Deed of Gft (Figure 2.7)

I Last WIIl and Testanent
Deed of Conveyance and Rel ease Form
(Figures 2.19 and 2. 20)

2: 36 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 2 Accessi oni ng

2. Purchase I Oder for Supplies and Services (Figure
2.13; OF-347) or Equival ent
I For Inprest Funds: Requisition (Figure
2.14; DI-1) and sales slip
I For field purchase: Receiving Report copy
of the Field Purchase Order or equival ent
(Figure 2.15; SF-44)
I If over $25,000: Copy of Purchase
Cont r act
3. Exchange I Exchange Agreenent (Figure 2.16) and
apprai sal of bureau property and apprai sal
of non-bureau property

4. Transfer I Transfer of Property (Figure 2.8; D -104)
or equi val ent
5. Field I Receipt for Property (Figure 2.5;
Col l ection Dl -105) or equival ent
L. FIGURES

Li st of Figures

Figure 2.1 Accessi on Book

Figure 2.2 Accessi on Form

Figure 2.3a  Accession Receiving Report

Figure 2.3b Accessi on Receiving Report: List of
(bj ect s and/ or Speci nens

Figure 2.4 Accessi on Fol der (Sanpl e)

Figure 2.5 Recei pt for Property (Dl -105)

Figure 2.6a (bj ect and/ or Speci nen Tenporary Custody
Recei pt

Figure 2.6b (bj ect and/ or Speci nen Tenporary Custody
Recei pt (Conti nued)

Figure 2.7 Deed of G ft

Figure 2.8 Transfer of Property (DI -104)

Figure 2.9 Proof of Owmnership Statenent

Figure 2.10 Copyri ght St at enment

Figure 2.11a Noncash Charitable Contributions Form

Figure 2.11b Noncash Charitable Contributions Form
(Cont i nued)

Figure 2.12 Sanpl e Donor Letter
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N

Figure 2.13a Oder for Supplies or Services
Figure 2.13b Order for Supplies or Services
(Conti nued)

Figure 2.14 Requisition (DI -1)
Figure 2.15 Recei ving Report Copy of Field Purchase
Figure 2.16a Exchange Agreenent
Figure 2.16b Exchange Agreenent (Continued)
Figure 2.17  Accession Transaction Checkli st
Figure 2.18 Tracing M ssing Accession Docunentation
Figure 2.19 Deed of Conveyance
Figure 2.20 Rel ease Form
Figure 2.21a Visual |Inmage Reproduction and Use Request
Figure 2.21b Visual |Inage Reproduction and Use Request
(Conti nued)
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Figure 2.1 Accession Book
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SAMPLE
ACCESSION FORM

Accession Number: Accession Type:
Accession Date: Date Received:
Item Total:
Estimate Actual Bulk
Archeology

Native American (Ethnographic)

Historical and/or Scientific
Document Collections

Historical Collections (Objects)

Biology

Paleontology

Geology
Total

Description:

Project Name

Source (Individual)

Source (Institution)

Responsible Official

Address (Box or Street)
(City, State, Zip)
(Country)
Telephone Number: FAX Number:
Catalog Numbers within the Accession:
Additional Information:
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Figure 2.2 Accession Form
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SAMPLE
ACCESSION RECEIVING REPORT

Unit Acronym and/or Identifier Accession No.
Use this form to document the receipt of museum property and collect pertinentinformation on the accession from the Source
of Accession (donor, vendor, field collector, etc.). If additional space is needed, attach

a separate sheet. Use ink or type.

1. The following information pertains to objects and/or specimens listed on attached form(s) (check form type).
G Accession Receiving Report: List of Objects G Receiving Report Copy of Field Purchase Order (SF-44)
and/or Specimens G Copy of Purchase Contract (if over $25,000)
G Deed of Gift G Exchange Agreement
G Receiving Report copy of Order for Supplies or Services G Transfer of Property (DI-104)
G Requisition (D-1), (For Imprest Funds) G Receipt for Property (DI-105)
2. Nature of Accession: (Check one)

G Donation G Purchase G Exchange G Transfer G Field Collection

3. Name and address of Source of Accession:

Responsible Official:
Daytime Telephone No.: FAX No.:
4. Give brief description, identification and history of the collection. Note locality collected or purchased, give site names and nunjbers if
appropriate. This information is provided by the Source of Accession only.

5. Project Name:
6. Give overall condition on arrival. Specific object and/or specimen condition must be noted on attached form(s).
7. Remarks:
8. Objects and/or Specimens Received by: Date:
(Signature of Employee, Title)
at:
(Unit Location)
9. | certify that the objects and/or specimens described above and on the attached document have been received and inspected.
Date:
(Signature of Receiving Officer)
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Figure 2.3a Accession Receiving Report
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Speci nens

2: 46 Rel ease Dat e:
New



DEPARTMENT OF THE INTERIOR
DEPARTMENTAL MANUAL

Museum Property Handbook

(411 DM Vol ume I1)

2 Accessi oni ng

Chapt er

1ap|o4
Boreren

12p|04

UoISSaddy

.................................. (Anoads) 18UI0
...................................... sydeiBoioyd
......................................... siesrelddy
................. SIUBWNDOP UOIIBAIBSUOD
........................ syuswnoop buiddiys
................................. S910N UoJeasay
........................................ SO10N plold
uonoesuel) o) bune|as asusapuodsalio)

A aN ™S w6~ ®

Auadoud Jo Jajsuel]

)

H34SNVHL

Juawaalby abueyoxg

)

JONVHOX3

NOILDO3T10D d13i4d

(000'G2$ Jan0 1) 10eIUOD BSeYIINd 9

19plO aseyaind piaid jo AdoD 1oday Buinieoay 9

spund 1saidwj lo} di|S sajes pue uolnisinbay 9
S92IAIBS

10 saljddns 10} 1apiO 0 AdoD 11oday Buinieday 9

3SVYHOdNd

wJo4 suonngliuo) ajgelieyd Yseosuon 9

luswelsal pue [|IM 1seT] 9

Jane Jouoq 9

419 Jo pseaq )

NOILVYNOd

1d199ay Apoisn) Alesodwa] uswidads Jo/pue 193[gO

lo/pue s103[qO J0 117 :1oday BuIAIBo9Y UOISSBIY

Auadoud Joy 1disoay
juawalels 1ybAdod
juswaiels diysisaumo }o jooid

1sanbay asn pue uononpoiday abew) ensipn
asealay

9aueAaAUO) JO paaQg

suawioads

OO0 000oLoooo

110day BuiAIBoaYy UOISSRIIY

"papn|oul 8 01 a1e UOISS322k ay} 01 Buie|al sjuUsaWNI0p

IV "Nun Jojpue neaing ayr Agq painboe ale suswioads Jo/pue S108(o WNasNW JOASUSYM Pash S Jap|o- UOISS322Y SIYL :SNOILDONYLSNI

d39NNN NOISSZODV

2: 47

Rel ease Dat e:

New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 2 Accessi oni ng

Figure 2.4 Accession Fol der (Sanple)
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DI-105
(Revised 5/88) UNITED STATES
DEPARTMENT OF THE INTERIOR
BUREAU OR OFFICE
RECEIPT FOR PROPERTY
NUMBER DESCRIPTION UNIT
(INCLUDE SERIAL NUMBERS, MODEL, ETC.) QUANTITY OF COST
ISSUE
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
Issued By: (Name and Title) Date Issued:
It is understood that | am personally responsible for the property listed hereon and that if the property is lost, stolen, damaged or destroyed
through my simple or ordinary neglect or negligence or gross negligence | can be financially liable as determined by a Board of Survey.
Received By: (Name and Title) Signature and Date:
Rel ease Dat e: 2:49
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Figure 2.5 Receipt for Property (DI-105)
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SAMPLE OBJECT AND/OR SPECIMEN TEMPORARY CUSTODY RECEIPT

The objects and/or specimens listed below are subject to the conditions noted on reverse.

RECEIVED FROM:
Name:
Address:

(Box or Street)

(City, State, Zip)
Telephone: Home ( )
Work ( )
FAX number:

Name of Owner:
If owner is an institution, give name of Responsible Official:
Address:

(Street)

(City, State, Zip)
Telephone: Home ( )
Work ( )
Fax number:
DESCRIPTION OF OBJECTS AND/OR SPECIMENS:

RECEIVED FOR THE FOLLOWING PURPOSE:
G Identification
G Examination for possible:
G Donation G Purchase G Exchange G Transfer G Incoming Loan
G Other:

SCHEDULED DATE OF REMOVAL OF Objects and/or Specimens:
[Unless otherwise mutually agreed on, the objects and/or specimens listed above, or as attachments, shall remain
in custody of the (Bureau Name) for a period not to exceed 90 days and are subject to conditions listed on the on
the reverse of this form]

COMMENTS:

| have read and agree to the conditions on the reverse, and | certify that | have full authority to agree thereto.

SIGNED: DATE:

(Owner or authorized agent)

UNIT:

RECEIVING OFFICER:

(Print Name and Title)

SIGNED: DATE:
(Receiving Officer)

RETURN RECEIPT: | have received the above mentioned property.
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Figure 2.6a bject and/or Specinmen Tenporary Custody Recei pt
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SAMPLE
CONDITIONS for TEMPORARY CUSTODY OF OBJECTS AND/OR SPECIMENS
(Continued)

1. The Bureau will give to objects and/or specimens leftin its custody the same care provided similar property of its own,
but it assumes no additional responsibilities or liabilities in regard to such objects and/or specimens.

2. Attributions, dates, and other information shown on the face of this Receipt are as given by the owner or authorized
agent. Any valuations shown are not to be considered appraisals by the Bureau. The fact that the objects and/or
specimens have been in Bureau custody shall not be misused to indicate Bureau endorsement.

3. Insurance will not be carried on objects and/or specimens leftin custody unless specifically agreed to in writing by the
Bureau. Otherwise, this Receipt shall constitute a release and waiver of the Bureau, its employees, officers, and agents
from any liability in connection with the deposited property while on deposit or in transit.

4. Objects and/or specimens may be photographed, photocopied, and examined by the Bureau for its own purposes, which
include education, documentation, and publicity, but will not treat or otherwise alter objects and/or specimens without
written permission of the owner or authorized agent.

5. Objects and/or specimens must be claimed by the owner or authorized agent on or before the removal date noted on
the face of this form. Should a change of address occur, the owner must notify the Bureau in writing prior to the removal
date. Should a change of ownership occur, the new owner must provide proof of legal title satisfactory to the Bureau
before the object(s) and/or specimen(s) will be released.

6. Obijects and/or specimens returned to the owner or agent by mail or other carrier shall be sent by such means as the
Bureau shall determine with a return receipt requested. Upon receipt of the objects, failure to notify the bureau of
damage or loss within 30 days shall release the Bureau from any further liability.

7. The Bureau may, after the specified removal date noted on the face of this Receipt, request the owner or authorized
agent to remove the object(s) and/or specimen(s). Ifthe owner fails to remove the object(s) and/or specimen(s) within
60 days of the date of the mailing of such request to the address on the face of this receipt, then the Bureau has the
right to place said object(s) and/or specimen(s) in storage or return the object(s) and/or specimen(s), both options at
the owner's risk and expense. If, after 3 years from the removal date noted on the face of this Receipt, the Bureau has
not been able to return the object(s) and/or specimen(s), then, and in consideration for its storage and safekeeping
during such period, the object(s) and/or specimen(s) may be considered an unrestricted donation to the Bureau, or
disposed of at the Bureau's discretion.

8. Inthe event the objects and/or specimens are being offered for sale or donation to the Bureau, the owner warrants that
the owner holds full and clear title and copyright to said objects and/or specimens, and will, if required, show proof
acceptable to the Bureau.

Figure 2.6b (Object and/or Specinmen Tenporary Custody Recei pt
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(Cont i nued)
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SAMPLE
DEED OF GIFT

RECEIVED FROM:

Name:
Address:

(Box or Street)

(City, State, Zip)
Telephone: Work( ) Home () FAX number

| hereby irrevocably and unconditionally give, convey, and assign to the (Bureau Name) by way of gift, all right,
title, and interests including all copyright, trademark, and related interests, in, to, and associated with the
museum property described below. | hereby affirm that | own said museum property, acquired itlegally and
without encumbrance, and that to the best of my knowledge | have good, and complete right, title, and interests
including all transferred copyright, trademark, and related interests to give. | hereby give, convey, and assign
all copyrights, trademarks, and related interests | possess to the Bureau. |agree that the said museum property
willbecome part of the exclusive and absolute property of the Bureau and that they may be used atthe Bureau's
sole discretion, with no restrictions on their use or disposition.

DESCRIPTION:

Signature of Donor: Date:

The Bureau hereby accepts the above museum property under the conditions specified.

ACCEPTED BY: (Accountable Officer)
(Name and Title, Please Print)
On behalf of Bureau: Date:
(Accountable Officer signature)

Unit Name:

Unit Address:
(Box or Street)
(City, State, Zip)

Accession Number: Accession Date:
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Figure 2.7 Deed of Gft
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DI-104 UNITED STATES DEPARTMENT OF THE INTERIOR
(Approved April 1942) No.
(Service) Date Recorded:

TRANSFER OF PROPERTY

(Property section)

(Accounts section)

To From
At At
PROPERTY | QUANTITY DESCRIPTION OF ARTICLES VALUE* AGE AND REMARKS
No. CONDITION
* Use value carried on property records.
Shipped Via Bill of lading No.
Date shipped Date received
Signature Signature
(Transferor) (Transferee)
Officia Title Officia Title
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Figure 2.8 Transfer of Property (DI-104)
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Sample
Proof of Ownership Statement*

Signature: Date:
Address:
Signature: Date:
Address:
*NOTE: This statement is included in transfer of custody and title documents (e.g., Deed
transfer document will contain alisting of the subject museum property.
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of it in any manner that I/we may determine.
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Figure 2.9 Proof of Oawnership Statenent
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Sample
Copyright Statement*

I/we certify that I/we hold free and clear title to the copyright for the subject property and that
|/'we may dispose of it in any manner that I/we may determine.

|/we donate the copyright for the subject property for the Bureau.

Signature: Date:

Address:

Signature: Date:

Address:

*NOTE: This statement is included in transfer of title and copyright documents (e.g., Degd of Gift,
Exchange Agreement). The transfer document will contain alisting of the subject museum

property.
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Figure 2.10 Copyright Statenent
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Figure 2.11a Noncash Charitable Contributions (I RS Form 8283)
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Figure 2.11b Noncash Charitable Contributions (Conti nued)
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|| BUREAU LETTERHEAD ﬂ

M. George A MNonroe
912 West Main Street
Ki ngston, M ssouri 63555

Dear M. Monroe:

Your generous gift of a Springfield rifle nusket, which famly
tradition reports that your great grandfather carried in the
Battle of Smith's Creek, was received by mail on June 1, 1992.
On behalf of the Bureau and unit | wi sh to acknow edge and
accept it. This gift will be a significant and wel cone
addition to our nmuseum col |l ections.

In order to conplete the gift, you are requested to countersign
both copies of the enclosed Deed of Gft, retain the copy for
your own records, and return the original to us. A return

sel f-addressed envel ope is enclosed for your convenience.

Gfts to the Bureau are tax deductible as charitable
contributions, to the extent permtted by |aw

We are nost grateful for your gift and your interest in the
Bur eau.

Si ncerely,

Unit Manager

Encl osur es

Rel ease Dat e: 2: 67
New



DEPARTMENT OF THE INTERIOR

DEPARTMENTAL MANUAL

Museum Property Handbook
(411 DM Vol une I1)

Chapter 2 Accessi oni ng

Figure 2.12 Sanpl e Donor Letter
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Figure 2.13a Oder for Supplies or Services
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Figure 2.13b Order for Supplies or Services
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Figure 2.14 Requisition (D -1)
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Figure 2.15 Receiving Report Copy of Field Purchase Order (SF-44)
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and in

In accordance with the authority granted to the Secretary of the Interior by

SAMPLE
MUSEUM PROPERTY EXCHANGE AGREEMENT

consideration of the mutual promises set forth in this Agreement, (Bureau Name) and
(other party) enter into this agreement for the exchange of museum property.

(Bureau unit) hereby becomes the owner of the objects listed on the first attached inventory (Attachment
1 of this Agreement). (other party) hereby becomes the owner of the objects listed on the second attached
inventory (Attachment 2 of this Agreement).

(other party) represents and warrants that he/she/they will possess clear title, free of all liens, claims, and
encumbrances of any kind, to the objects listed on Attachment 1 at the time the exchange takes place. If at the time the exchange
is to occur (other party) is unable to present the objects listed on Attachment 1 and proof of ownership
for the said objects he/she/they is/are exchanging, the (Bureau Name) is under no obligation to complete
the exchange.

(other party) represents and warrants that the objects listed on Attachment 1 were secured in compliance
with all applicable International, Federal and State laws. Documentation evidencing the source of acquisition of the objects listed
on Attachment 1 will be attached to this Agreement at the time the exchange takes place

(Attachment 3).

(other party) represents and warrants that the objects listed in Attachment 1 have been authenticated and
appraised in writing, at market value, by at least two objective appraisers within six months previous to the date of this agreement.
Copies of the appraisals are attached to this Agreement (Attachment 4).

(Optional) (either party) will reserve the sum of dollars, which is the difference
in the values of the property being exchanged. Such sum shall be paid by (either party) according to the
following schedule:

(other party) represents and warrants that he/she/they is/are the sole owner(s) of all rights in the objects
listed on Attachment 1. (other party) hereby assigns in (Bureau unit) all of
(other party) common law and statutory copyrights to the objects listed in Attachment 1.
(other party) agrees to indemnify (Bureau unit) against any claims, damages,
losses, or expenses of any kind that (Bureau unit) may suffer as a result of any infringement or alleged
infringement of the copyrights to (Bureau unit).

(Bureau unit) will pay all costs of transporting and insuring the objects listed on Attachment 1 to

The parties agree that the physical transfer of all objects covered by this agreement will occur on or before
(date) and that time is of the essence of this Agreement. If (other party) fails to deliver the objects listed
on Attachment 1 to the agreed-upon place of delivery by the date given in this paragraph, (Bureau unit)
may, in its option, terminate this agreement, recover any objects which it may have delivered pursuant to this Agreement and sue
for damages for undue delay of the performance of this Agreement or for specific performance of this Agreement.
(Bureau unit) remedies hereunder are not exclusive and (Bureau unit) retains
the right to pursue any and all legal remedies available to it for the breach of this Agreement.

Title to the objects exchanged under this agreement shall pass when the objects have been delivered pursuant to the terms of this
Agreement and the parties have inspected the objects and found them to be in a satisfactory condition and are as represented in
this Agreement. Inspections of the objects shall occur on the date of delivery.

Figure 2.16a Exchange Agreenent
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SAMPLE
MUSEUM PROPERTY EXCHANGE AGREEMENT
(continued)

10. As provided by 41 U.S.C. Sect. 22, no member of or delegate to Congress, or Resident Commissioner shall be admitted to any
share or part of this Agreement or to any benefit that might arise therefrom; but this provision shall not be construed to extend this
Agreement if made with a corporation for its general benefit.

11. No Department employee or members of employee's immediate family shall be admitted to any share or part of this Agreement or
to any benefits that may arise therefrom.

12. Catalog information on all Bureau objects incorporated under this Agreement are included by reference to the Bureau catalog
number listed on Attachment 2.

13. The exchange of all firearms must be in compliance with all state and local law enforcement regulations related to the acquisition
of firearms. Upon consummation of this Agreement, the Bureau shall not be liable for any action related to the use of firearms
described within the Agreement.

14. Should the (other party) deaccession the exchanged object(s), the
(Bureau name) shall have the right of first refusal. Every effort must be made to keep the object in the public domain.

For the Receiving Bureau:

Recommended:
(Museum Property Committee) (Date)
Approved:
(Unit Manager) (Date)
For the other Party
Party:
Approved:
(Date)
Approved:
(Date)
Address:
Telephone:

Figure 2.16b Exchange Agreenent (conti nued)
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SAMPLE
ACCESSION TRANSACTION CHECKLIST

ACCESSION NUMBER: ACCESSION TYPE:

SOURCE OF ACCESSION:

Accession Receiving Report: Gves GNo Signed by:
Date:
Letter of Thanks sent: Gyes GNo Date:
Deed of Gift returned to unit: Gves GNo Date:
Entry in Accession Book: Gyes GNo Date:
Accession form completed: GvesGno Gn/a
Entered into Automated System: Gves GNo
Accession Report printed: GvesGno Gn/a

Source of Accession Card printed: GvesGno Gn/a
Object and/or Specimens catalogedG ves GNo

Entered into Automated System: Gves GNo
Comment:

Object and/or Specimens photographed: Gvyes GNo comment:

Objects and/or Specimens improperly accessioned:
Gves GNo Describe:

Original accession number(s):
Objects and/or Specimens never accessioned:

GYes G No Describe:

Unit action in tracing accession:

Unit action undertaken by: Date:
(Please Print Name and Title)
Comments:
Signature: Date:
Figure 2.17 Accession Transaction Checkli st
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SAMPLE
TRACING MISSING ACCESSION DOCUMENTATION

Accession Number Type of Accession

Source of Accession:

Mark (with an X) the condition that best describes the absence of required documentation in the accession. As
necessary, please attach a written explanation of circumstances.

No written documentation. The context in which the museum property is found provides
accession information.

No written documentation. Staff (e.g., institutional memory or oral tradition) provides
accession information.

Some documentation exists but is inadequate to establish accession information.
Found in unit without documentation and with no contextual or staff information.

Comments:

Indicate the date the following actions were taken:

File all documentation (i.e., return receipts, newsclippings, and copies of letters) in
the accession folder.

Attempt to locate Source of Accession.

DATE METHOD

BY MAIL: G Registered G Certified

RETURN RECEIPT RECEIVED

BY ADVERTISEMENT:

OTHER (describe):

Figure 2.18 Tracing M ssing Accession Docunentation
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SAMPLE
DEED OF CONVEYANCE*

I , hereby give my permission to
the (Bureau Name), unit, to makethis
material (e.g., recording/visual image) available for use by historians,
scholars, and others authorized by the (Bureau Name).

Description of material:

Signed: Date:

Recorded by: Date:

(Name and Title. Please Print)

*The Deed of Conveyance granted by the subject of this material (e.g., the person who is heard on the recording
or shown in the visual image) entitles the Bureau to authorize third party use (e.g., researchers or scholars) of the
said material.

Figure 2.19 Deed of Conveyance
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SAMPLE

RELEASE
NAME:
DATE OF INTERVIEW/VISUAL/SOUND RECORDING:
INTERVIEWED BY: (Name and Title. Please Print)
I, the undersigned, hereby donate to the public domain any and all copyright interest that might exist in the intervipw/visual
image/sound recording etc. granted by me on the above date. |, the undersigned, understand that this record (interyiew, sound
recording, or visual image) becomes part of the (Bureau Name) collections. | understand that it is subject to stipulations containe
the Freedom of Information Act (5 U.S.C. Section 552). Initials indicate my wishes indicated below:

1) | place no restriction on use of thisinterview/visual image/sound recording

2) | wish to limit uses of thisinterview/visual image/sound recording

A. Except for passages subject to the restrictions noted below, the content of this interview/visual/sound recojding may be
made available to interested groups or individuals as follows: (Initialled items indicate my wishes)

1) A copy of the transcript/visual image may be read/seen in the unit.
2) The tape of the interview/recording may be heard in the unit.

3) A copy of the tape/transcript/visual image may be obtained by an interested party subject t¢ Bureau

procedures.
4) Other:
B.

1) Passages marked by me in the attached transcript are to be temporarily deleted from copieq of the
transcript/sound recording/visual image and not made available until (datg). Where
more than one date applies, mark accordingly.

2) Passages | have deleted in the attached transcript are to be permanently deleted from all copies of the
transcript and removed from the sound recording copies of the interview and no record will be retained.

SIGNATURE: DATE:
Comments:

Figure 2.20 Release Form
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SAMPLE VISUAL IMAGE REPRODUCTION AND USE REQUEST

REQUESTED BY:

Name:
Organization:
Address: (Box or Street)
(City, State, Zip)
Telephone: Work( ) FAX number:
Request for permission to reproduce: G Color -describe:

G B&W - describe:
G Other - describe:

Object and/or Specimen catalog number:
In the following publication:

Title:

Author:

Periodical Name:

Publisher:

Address: (Box or Street)
(City, State, Zip)

Check all that apply:
G Exhibition Catalog G Dissertation GTextbook G Book G Other:

Permission is hereby granted to copy, use, and apply the image(s) of the above noted object(s) and/or specimen(s) in
the (Bureau Name) collections for one time use only, subject to conditions listed on the reverse.

Credit Linee. COURTESY OF THE (BUREAU NAME),

(Bureau Unit Name)
Requestor: Date:
(Signature)

Name and Title:

(Please Print)

Bureau Approval: Date:
(Signature)

Name and Title:

(Please Print)
Bureau Unit:
Address:

Figure 2.21a Visual |nmage Reproduction and Use Request
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SAMPLE
CONDITIONS COVERING REPRODUCTION AND USE
(Continued)

1 All requestsfor parmissonto reproduceanimegefor publication must bemedeinwriting andindudeintended use,
publisher, and expected publication date.

2. Ramissonisfor nonexdusive onetimeuss, anelanguegeand oneedition, and covarsonly thespadificoocasonand
ueddaledinthegpplicationoverledt. Ramissonisanly validfor theindividud, compeny, orinditution towhomitisspedfically
issued and may not be transferred, assigned, sold, or otherwise disposed of without written permission of the (Bjireau Name).

3. Immediately upon publication, one gratis copy in which the reproduction appears shall be sent to the (Byreau Name).
4. The full credit line shall be placed adjacent to each reproduction or in the illustration credits section.

5. All negatives and color transparencies remain the property of the Bureau.

6. Each image must be reproduced unaltered and in its entirety unless approved in advance by the (Bureau Name).

7. Thispamissondoesnat corfer aopyright. Inthecasewhearetheaopyright ishdd by athird perty, witten permissonmugt
be secured by the applicant from that party or their agent, and must accompany the application.

COPYRIGHT: The(BureauName) cangrart thepamission requested only totheextant of itsoanmarship of therighisrdating
tothisrequest. Catanwarksdf at aswel asthephotogrghsdf thosewarksmay bepratected by copyright, tradamark, or rdeted
interestsnot owned by (BuresiName). Theresponsihility for asoartainingwhether suchrightsedst, andfor aotaining al oher
necessary permissions, ramainswiththeregquestor. TheBureau makesnowarrartiesor represantationsand assumesno
reponsihilitieswhetsoever for any damsagaingt requestor or (Buresu Name) by artiss thar apents estates or by any pattiesin
conmnedionwith thergarodudion of worksin Bureau adlledions: Thereguestor agresstoindaify (BuresuName) and hdldit
hammlessagaind any and dl suchdaims induding aopyright infringement daims royalty or feedamendsand/or adtions induding
theaoststheredf, aisng esaresUit of therequestor'sreprodudion of thewarksin (Bureeu Name) adledions: Copyrigt onvnership
ar reprocudionrightsmey beretained by theatist forwarksof at arested after Januaty 1, 1978. Any andl roydty peymentsor
ather repuirements edified by theaopyright owner of s.uchawark must bepeid or honored by thepubdlisher or egent requesting
reproduction permission.

Figure 2.21b Visual |Inmage Reproduction and Use Request
(Conti nued)
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